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Introduction

We've created the 2012 Election Administration and Voting Survey (EAVS) Data Entry
Template for you to supply the information that the Election Assistance Commission
(EAC) has requested about the 2012 election cycle. This year’s Data Entry Template is
similar to the 2010 EAVS Data Entry Template, but we’ve added some features to make
the template easier to use. The new features include:

More descriptive column headers — We received feedback in 2010 that the column
headers were not descriptive enough in “Worksheet View.” In the 2010 template,
the column header would only display the question number (e.g., Ala). The column
headers now contain the question number and a brief description of the question
(e.g., Registered Eligible Voters: Ala).

Error checking in “Worksheet View” — In the 2010 template, we created a “Form
View” that mimicked the appearance of the paper survey, and also allowed users to
check for possible data entry errors as they completed the template. We received
feedback indicating that some users did not use the Form View, and wanted a way
to check for errors in Worksheet View. We’ve added that feature to the 2012 Data
Entry Template. Details on how it works are included below.

Formulas built into the “Worksheet View” — There are some survey questions that
are calculated by finding the sum of a certain range of values. For example, the
guestion labeled “A5Total” is equal to the sum of the values found in questions A5b
through A5I. In 2010, the Data Entry Template automatically calculated the value for
A5Total and similar questions in Form View, but not in Worksheet View. In the 2012
Data Entry Template, these formulas are also built into the Worksheet View. As a
result, you won’t need, for example, to manually calculate the sum of A5b through
A5I.

In addition to these new features, we kept the following features from the 2010 Data
Entry Template:

Pre-populated jurisdictions — The template contains all of your jurisdictions for
which the EAC needs information. If you find that we have made a mistake in the
jurisdiction list built into the template, contact us before starting, and we will update
the template for you.

Flexible data entry — The template offers you the choice of two different “views” for
entering the EAVS questionnaire data:

« the “Form View” that permits you to enter the information one jurisdiction
at a time using preformatted forms, and

« the “Worksheet View” that permits you to enter data in your own fashion,
using a spreadsheet grid with each jurisdiction on a separate row, and each
guestionnaire item in a separate column.
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You can switch between the two views at any time — the data you enter will be there
regardless of which view you are currently using or have used before.

= Extensive error checking — the template checks for over 60 possible errors in the
information you enter for each jurisdiction.

= Optional marking of errors as “not errors” — we understand that the template may
mark a response as an error when, for a specific jurisdiction, the response is actually
correct. When working in “Form View,” the template permits you to mark such
items as “not an error.”

The rest of these instructions describe how to start the Data Entry Template, how to
save your work periodically so that you do not have to enter all of the data at once, and
how to take advantage of the two different data entry views. These instructions will
also show you how to submit your data electronically when you have finished entering
the information for all of your jurisdictions.

It is probably a good idea to keep a copy of the 2012 EAVS Questionnaire nearby so that
you can refer to the full description of each question when you are entering the data. In
addition, the Supplemental Instructions Manual provides many helpful definitions and
specific instructions that will help you collect the data that you will be entering into the
Data Entry Template.

We've also added a brief tutorial for novice and beginning users of Excel. This tutorial is
located at the end of this guide in the appendix. If you have questions about using Excel
in general or about any aspects of the template in particular, please call or email your
point-of-contact at ICF International.
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Getting Started

The 2012 EAVS Data Entry Template is an application that has been developed in
Microsoft Excel. In order for you to use the Data Entry Template, you must have one of
the following installed on your computer:

= Microsoft Excel 2003 (or Microsoft Office 2003 which includes Excel)
= Microsoft Excel 2007 (or Microsoft Office 2007 which includes Excel)
= Microsoft Excel 2010 (or Microsoft Office 2010 which includes Excel)

Other versions of Excel may work, but the Data Entry Template has been tested only
with these three versions. If you need help identifying which version of Excel you have,
refer to the appendix at the end of this guide.

Opening and Saving the Template

To open the Data Entry Template the first time, you will need to download it from ICF’s
FTP site. Once you log into the site using the link provided in our email, click on the
“2012 EAVS Data Entry Template.xIs” link to download the file and open it. You then
need to save the file to your computer before proceeding further.

To save, first select “Save As” to save the file to a local folder (e.g., “Desktop”) on your
computer. If you save the file somewhere other than a local folder — such as a network
folder — you may have trouble saving the file later.

If you are working in Excel 2007 or Excel 2010, you will need to save it as an Excel 97-
2003 Workbook with an ".xIs" filename extension. Click “Save As” and select “Excel 97-
2003 Workbook”. Saving the file as an Excel 97-2003 file will help you to continue to
work with the Form view and the error checking. If you are working in Excel 2003, you
can save the file as you normally would an Excel workbook. You may save the workbook
under any name that you prefer — but make sure to use a name that you can remember
easily.

Once you have used “Save As” to save the template to your desired location, thereafter
you need to only select “Save” (and not “Save As”) to save the template again. It is a
good idea to save the file frequently, especially considering that the “Undo” and “Re-
do” features are not available in the Data Entry Template (see page 22 for more
information about this).

For more detailed instructions on saving files in Excel, refer to the appendix at the end
of this guide.
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Click Past the Compatibility Checker

If you have Excel 2007 or 2010, you will see the following message after saving the file:

Microsoft Excel - Compatibility Checker ? %

The following features in this workbook are not supported by earlier
versions of Excel, These features may be lost or degraded when you save

o this workbook in the currently selected file format. Click Continue to save
the workbook anyway. To keep all of your features, dick Cancel and then
save the file in one of the new file formats.

Summary Qccurrences
Minor loss of fidelity O
Some cells or styles in this workbook contain 12
formatting that is not supported by the selected Hel
file format, These formats will be converted to the =
dosest format available. Excel 97-2003

Check compatibility when saving this workbook.

[ Continue ] [ Cancel ]

This is expected. It is not an issue and will not prevent you from working with the
template. Click “Continue” to move past this warning. You can also uncheck the “Check
compatibility when saving this workbook” box to prevent this message from appearing
again when saving the file in the future.
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Enabling Macros in Microsoft Excel 2003

For the Data Entry Template to work properly, you need to ensure that Excel’s Macro
capability is turned ON. The specific steps you need to take to accomplish this vary with
the version of Excel you are using.

If you are using Microsoft Excel 2003, use the following steps to enable Macros:

Step1: Open up Excel. You can open up a blank workbook or open up the
Data Entry Template. Click on “Tools,” then “Macro” and
“Security.”

E3 Microsoft Excel - Book1

@_] File Edit Wiew Insert  Format E‘ Data ‘Window Help adobe PDF
P05 0 3 3] T | s PoleE-ilEse B
E sir E‘! ﬁ:i Research...  Al+Click
Al - & @ Error Checking. ..
A B [ [ [ Shared Woarkspace... | G [ H [ [ J
; Share Workbook. ..
T Protection 3
I Online Collabaration 3
% Formula Auditing 3
z tMacro >| b Macros.., Ale+Fa
% Cuskamize. .. @ | Record MNew Macra..,
E Options. .. | Security..,
1] E 2 visual Basic Editor AlE+HFLL
% @9 Microsoft Script Editor  Alk+Shift+F11
14




Step 2:

Step 3:
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Once you click Security, a window will open. Select “Medium” security

and then click on “OK.”

Security E| g|

Security Level | Trusted Publishers

) very High. Only macros installed in trusted locations will be allowed
to run. All other signed and unsigned macros are disabled.

) High, Only signed macros from trusted sources will be allowed to
run. Unsigned macros are automatically disabled.

@;Medium. ‘fou can choose whether or not to run potentially unsafe |
iMmacras.,

) Low (not recommended), ¥ou are nok protected From potentially
unsafe macras, Use this setting only if you hawve virus scanning
software installed, or you have checked the safety of all documents
¥ou open,

oK l [ Cancel

Once you have selected “Medium” security, you will need to close Excel.
After exiting Excel, open up the Data Entry Template. When you open the
template this time, a Security Warning window will appear. Click “Enable

Macros.”

Security Warning

"C1iDocuments and Settingst20092Local Setkings) Temporary Internet
Filest Conkent. [ESYP4HKEZKK] 201 0% 20EAYs-Draft%2021[1]. xls" contains
TMacros,

Macros may contain wiruses, It is usually safe to disable macros, but if the
macros are legitimate, you might lose some Functionality.

3

| Dizable Macros ] [ Enable Macros ] [ More Info
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Enabling Macros in Microsoft Excel 2007

If you are using Microsoft Excel 2007, take the following steps to enable Macros.

Step 1: Click the “Options” button next to the “Security Warning” that is below the Office
Ribbon
oy - oo Aot 1
- Fame Ereperd Page Layout Formglna Data AFngw Wy Dewwioper dgrabat
_;'I JF.-:JI Calibe =1 = AN RN | A ST Ve Text Genersd
44 Copy
5‘-:!_'-" J Format Baict e il i - | il ﬁ | A 9 |l baevna 2 Clmor = clms o
Clipbaard 4 Fant eI Li-gnment Tdums
'ij' Seounity Warndng  Meordd Rave been Siabled :::-.;‘ v F
= ~ Qe e
VLA . o .l _F 5 H | )
1 JurisiD JurssNami STATE MASTATE Fldg AMNSI Fla Flb Fic Fld F
L]
4
Step 2: In the pop-up box that appears, click “Enable this content” and click on “OK”
Microsoft Office Security Options 7] x|

@ Security Alert - Macro

Macro

Macros have been disabled. Macros might contain viruses or other security hazards, Do
not enable this content unless you trust the source of this file,

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

More information

File Path:  C:'...nd Settings\25617\Desktop!2012 EAVS Data Entry Template_VO15.xls

* Help protect me from unknown content (recommended)

@ |

Open the Trust Center OK I Cancel
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Enabling Macros in Microsoft Excel 2010

If you are using Microsoft Excel 2010, you only need to take one step to enable Macros:

Open the workbook and click on the “Enable Content” button next to the “Security
Warning” below the office ribbon.

r -
@ d - o= 2012 EAVS Data Entry Template [Compatibility Mode] - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Acrobat

T2 - ; £ra - | i

_j * Calibri 1 AN TEe= @

—;.J i - B .-_,
Paste B J U e ¥ A E W B iF iF | .
Clipboard I Fant _——sllgoment Number Styles
'_!/-' Security Waming Macros have been disable Enable Content
c8 . - |
B

1
2
3
4

With the macros now enabled, you are ready to begin entering the information for the

2012 EAVS questionnaire. The two different views are described below, beginning with
the Form View.



The Form View
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The picture below shows the first page of the Form View.

A ic: 012 EAVS Dats Entry Template [Compatibility Mode] - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Acrobat
:i:;y ) calibr ‘- A‘A; f = _| »?i'_ %\Wraﬂm General * }g Eﬂ' ? |_:] E:ﬁsum i é?
"t nn B4 D EAVS Desktop Launch - S|
Clipboard £ Font ——
[ cs = £| g
A 8 AR
1 M) CLECTION ASSISTANCE COMMISSION
: o

W) FLECTION A

Local Jurisdiction Identification

2012 Election Administration & Voting Survey

The ongoing process of improving America’s election systems relies in part on having accurate data about the way Americans cast their
ballots. In 2002, Congress chartered the U.S. Election Assi C (EAC) to collect i on the state of American
elections and make it widely available ta policy makers, advocates, scholars, journalists and the general public. Since 2004, the
Commission has sponsored a biennial survey as its primary tool for fulfilling that mission. We are pleased to present the 2012 Election
‘Administration and Voting Survey, and we ask for your help in making it the most complete and accurate survey in its history.

T R

c@od g
Find &

elect™

atistics.  *
Inactive Voters

> The questions below ask for information about ballots cast; voter registration; overseas and military voting; Election Day activities; voting -
- technology; and other important issues. The section concerning the Uniformed and Overseas Citizens Voting Act (UOCAVA) serves as the Enter number or N/A
EAC's standardized format for state reporting of UOCAVA voting information as required by 42 U.S.C. §1973ff-1. States that complete and
7| HPsCode timely submit this section to the EAC will fulfill their UDCAVA reporting requirement under 42 U.S.C. §1973f-1(c). EACs
587500100000 _|ADAIR COUNTY mandated by the National Voter Registration Act (NVRA) ta collection information from states concerning the impact of that statute on the
9 2900300000  ANDREW COUNTY administration of Federal elections. With this information EAC is required to make a report to Congress and provide recommendations for
=
10 2900500000  ATCHISON COUNTY the improvement of Federal and State procedures, forms, and other NVRA matters. States that timely respond to all questions in this
11 2900700000  AUDRAIN COUNTY survey concerning voter registration related matters will meet their NVRA reporting requirements under 42 U.S.C. § 1973gg-7 and EAC
12 2500900000 BARRY COUNTY regulations.
13 72901100000  BARTON COUNTY ) ) _ o o
145901300000 BATES COUNTY The EAC recognizes the Purdenthat asking for this data places on state and local election officials, and we have worked to minimize that
r burden as much as possible.
15 2901500000  BENTON COUNTY
16 2301700000 BOLLINGER COUNTY Worksheet
L In advance, we thank you for your cooperation and look forward to answering any questions you might have. fiew
17 2901900000  BOONE COUNTY
r
13 2902100000  BUCHANAN COUNTY E@EumnEsm
. State: MO - &2
19 2902300000  BUTLER COUNTY L | | § |
r A. Voter Registration B.UOCAVA C. Domestic Absentee
20 2902500000  CALDWELL COUNTY P
21 2902700000  CALLAWAY COUNTY County: u ) - | L. | ) L | Check
r D. Election Administration | E. Provisional Ballots F. Election Day Activities
22 2902500000  CAMDEN COUNTY
23 2903100000  CAPE GIRARDEAU COUNTY Submit
24 '2903300000 CARROLL COUNTY
25 '2903500000 CARTER COUNTY
26 2903700000 CASS COUNTY ‘ 5
r
W 4+ W[ VaRanges  State_Cnty . InfoSupp | EAC_A /FACB /EACC ,/EACD /EACE /EACF /%3 4w »

Ready Calculate | 3 |

EEERTTE: 0 1)

Once Macros are enabled, the first page of the Form View will appear. Throughout the
Data Entry Template, this screen is referred to as the “EAVS Home.” If you click on an
“EAVS Home” button, it will return you to this screen.

To use the Form View, first use the drop down menus for “State” and “County” to select
your state, territory or the District and then select your jurisdiction.
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Entering Data in Form View
Note: For Alaska, the A e i

District of Columbia, ' ELECTION ASSISTANCE COMMISSION

American Samoa, Guam, : e .
. 2012 Election Administration & Voting Survey
Puerto Rico and the U.S. e S L R e T R T L

. . . ballots. In 2002, Congress charterad the U.5. Election Assistance Commission (EAC) to collect Information on the state of American
Vl rgl n I S | a n d s yo u Stl I I elections and make it widely available to policy makers, advocates, scholars, [oumnalists and the general public. Since 2004, the

’ Commission has spensored a biennial survey as its primary tool for fulfilling that mission. Wi are pleased to present the 2012 Election
|| Administration and Vioting Surviy, and we ask for your help in making it the mast complete and accurate survey in it history.

T R Wi c— —— (=]

need to select your

The guestions below ask for about ballot voter overseas and military voting: Election Day activities; voting
H u ri Sd icti on hame un d er and other Imp Issues. The secti g the and Overseas Cltizans Voting Act (UOCAVA) serves as the
J EAL's standardized format for state reporting of UOCAVA voting information as required by 42 U.5.C. §1973ff-1. 5tates that complete and
“ ” timaely submit this section to the FAC will fullill their UQCAVA reporting requirerment under 42 U.S.C. §197311-1(c). Additionally, FAC is
CO u nty even t h (o] ug h maneated by the National Voler Registration Act (NVRA] 1o cLian inll tion from states concerming the impact of that statule on the

administration of Federal elections. With this information EAC is required to make a report to Congress and provide recommendations for

d H f the improvement of Federal and State procedures, forms, and other NVRA matters. States that timely respond to all questions in this
yo u a re res po n I n g o r survey concerning voter registration related matters will meet their NVRA reporting requirements ender 42 U.5.C. § 1973g8-7 and EAT

. . . - regulations,
only one jurisdiction. '

The EAC recognizes the burden that asking for this data places on state and local election officials, and we have worked to minimize that
burden as much as possitle.

Worksheet
I achwianste, v thank you for your cooperation and look ferward to answering any questions you might have, View

Chck to Lawnch Secton

State: |M— = S
A Vaorer Reglaration. | B UOCAVA | €. Domestle Absenter ] e —

state Lrmor

D. Eiecsion | e | ¥ m1 Shesk

Submit

Insert  Page Layout  Form . . 0
= EAVS Desktop Launch il
B o Caliri -l o)
“— 3 Copy v 5
Paste B U- < 5\ ind &
~ < Format Painter =Tz 9 9 et
pboms s Fon ELECTION ASSISTANCE COMMISSION N
[ Ka715 - k| 5
B c | o 2012 Election Administration & Voting Survey s e
1 JurisName ~ |STATE | ~ | STATE I - -
o AU counTT AABANAAL The angoing process of improving America’s election systems relies in part on having accurate data about the way Americans cast their
4 BALDWIN COUNTY ALABAMAAL bsllu?s. In 2002, Con.gres.s chsrler.ed the U.S. E-IECIIDIV Assistance Commission !EAC) t[? collect information on l.hE S.lsle of American
elections and make it widely available to policy makers, advocates, scholars, journalists and the general public. Since 2004, the
5  BARBOUR COUNTY ALABAMA AL < . 5
Commission has sponsored a biennial survey as its primary tool for fulfilling that mission. We are pleased to present the 2012 Election
B BIBA COUNTY ALARAMARL. Administration and Voting Survey, and we ask for your help in making it the most complete and accurate survey in its history.
7 BLOUNT COUNTY ALABAMAAL
8 BULLOCK COUNTY ALABAMA AL The questions below ask for information about ballots cast; voter registration; overseas and military voting; Election Day activities; voting
9 | BUTLER COUNTY ALABAMAAL technology; and other important issues. The section concerning the Uniformed and Overseas Citizens Voting Act (UOCAVA) serves as the
10| CALHOUN COUNTY ALABAMAAL EAC's standardized format for state reporting of UOCAVA vting information as required by 42 U.S.C. §1973ff-1. States that complete and
11| CHAMBERS COUNTY ALABAMAAL timely submit this section to the EAC will fulfill their UOCAVA reporting requirement under 42 U.S.C. §1973ff-1(c). Additionally, EACis
12 CHEROKEE COUNTY ALABAMAAL mandated by the National Voter Registration Act (NVRA) to collection information from states concerning the impact of that statute on the
13| CHILTON COUNTY ALABAMAAL admlmsﬂatlon of Federal elections. With this information EAC is required to make a report to Congress and provide recommendations for
8 cocraw counTy AARANAAL the improvement of Federal and State procedures, forms, and other NVRA matters, States that timely respond to all questions in this
urvey concerning voter related meet their NVRA reporting requirements under 42 U.5.C. § 1973g-7 and EAC A
15 CLARKE COUNTY ALABAMA AL i b
regulations.
16 CLAY COUNTY ALABAMAAL
17 | CLEBURNE COUNTY ALABAMA AL The EAC recognizes the burden that asking for this data places on state and local election officials, and we have worked to minimize that
18 COFFEE COUNTY ALABAMA AL burden as much as possible.
19 COLBERT COUNTY ALABAMAAL Worksheet
20 CONECUH COUNTY ALABAMA AL Inadvance, we thank you for your cooperation and look forward to answering any questions you might have. View
21 COOSA COUNTY ALABAMA AL — Cick to Launch Section
22 COVINGTON COUNTY ALABAMAAL State: AL = Save
23 CRENSHAW COUNTY ALABAMAAL A Voter Registration | B. UOCAVA | C. Domestic Absentee |
24 CULLMAN COUNTY ALABAMA AL County: S'Jthe ﬁi("’"
25 DALECOUNTY ALABAMAAL : BAIDWIN COUNTY g D. Election Administration I E. Provisional Ballots | F. Election Day Activities | o
26 DALLAS COUNTY ALABAMAAL -
27 DEKALB COUNTY ALABAMAAL Submit
28 ELMORE COUNTY ALABAMA AL !
[ ¥ W] VaRenges | State_Cnty /Infosupp , EAC A | EACB EAC.C EACD EACE EACF (3 Me T [ I¥
Ready FilterMode  Calalate | = I |/ 100% (-——0—&)

After selecting your state and the jurisdiction for which you will be entering data, you
will see all of the jurisdictions in your state appear in the worksheet behind the first
page of the form. The data that you enter in the tabs of the form will appear and be
stored in the worksheet. You will be able to enter and edit data in either Form View or
Worksheet View.

10
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To begin entering data for the selected jurisdiction, click on one of the tabs to launch
the EAVS Questionnaire section you would like to complete. You can select any section;
you do not have to begin with Section A.

EAVS Desktop Lsunch J - e

ELECTION ASSISTANCE COMMISSION
2012 Election Administration & Voting Survey

| The ongoing process of improving America’s election systems relies in part on having accurate data about the way Americans cast their
ballots. In 2002, Congress charterad the U.5. Election Assistance Commission (EAC) to collect information on the state of American
elections and make it widely available to policy makers, advocates, scholars, journalists and the general public. Since 2004, the
Commission has sponsored a biennial survey as its primary tool for fulfilling that mission. We are pleased to present the 2012 Election
Administration and Voting Survey, and we ask for your help in making it the most complete and accurate survey in its history.

The questions below ask for information about ballots cast; voter registration; overseas and military voting; Election Day activities; voting
technology; and other important issues, The section concerning the Uniformed and Overseas Citizens Voting Act (UDCAVA) serves as the
EAC's standardized y 42 1.5.C. §1973ff-1. States that complete and
timely submit this 54 H er 42 U.5.C. §197311-1(c). Additionally, EAC is
mandated by the N4 CI IC k on one Of th ese b Utton S tO tates concerning the impact of that statute on the
Irt to Congress and provide recommendations for

IaunCh the SeCtlon In WhICh you s that timely respond to all questions in this

administration of Fe
the improvement o

U O Y irements under 42 U.5.C. § 1973gg-7 and EAC
e ¥ want to enter data. \ £
The EAC recognizes tmeooroerm o s emgror e oerr prce o parroroeerereroro o ficials, and we have worked to minimize that

burden as much as possible.

Worksheet

In advance, we thank you for your cooperation and look forward to answeri ¥ quistions you might have. View

Chicki to Launch S&cton

State: [mo . [ Avecrncgmmon | suocwn | coomescstsemee | il

State Error
Check

County: [ADAIRCOUNTY | 0. Eecion Adminstsion | . Povisions strs | . eecion Gy At |

Subnmt

The first tab of each section will look like this. This is the first tab in Section A - Voter
Registration, corresponding to Section A of the EAVS Questionnaire.

Mater Registration e ——

ELECTION ASSISTANCE COMMISSION

Introduction lRespondant I Total ] Registrations ] Categories ] All Sources l New ] Duplicates ] Invalid I Removal Notices ] Woters Removed I

Voter Registration

EAC is mandated by the National Voter Registration Act (NVRA) to collection information from states
concerning the impact of that statute on the administration of Federal elections. With this information EAC
is required to make a report to Congress and provide recommendations for the improvement of Federal and
State procedures, forms, and other NVRA matters. States that timely respond to all questions in this survey
concerning voter registration related matters will meet their NVRA reporting requirements under 42 U.S.C.
§ 1973gg-7 and EAC regulations.

Throughout the template,
clicking “EAVS Home” will take
you back to the first screen
,where you can select any of
the Sections.

Clicking “Continue” will
take you to the next
screen in this section.

Section A
Errar Check

Continue EAVS Home

11



2012 EAVS Data Entry Template Instructions

There are several different ways to navigate through the template as you enter data.

Voter Registration e i

You can navigate through each
section using these tabs at the
top

Introduction 1 Respondent  Total ]Regisirah'uns } Categories ] All Sources ] Mew ] cates 1 Invalid

i

Al. Enter the total number of persons in your jurisdiction who were regi ed
2012 general election.

Include all persons eligible to vote in the election including special categories of voters with extended deadlines (such as returning
military). Do not include any persons under the age of 18 who may be registered under a "pre-registration” program.

—

I™ Data not avalablz

A2. When you report the number of registered voters in your jurisdiction for the November 2012 general election (as in A1)
do you include both active and inactive voters in the count, or does your jurisdiction only include active voters?

(Select only one)
Jurisdiction uses both active and inactive reaistered voters i
Jurisdiction uses only active voters e

Other, comments:

I

You can also navigate to
the prior screen or the next

A2. C ts
screen using these buttons.
Previous Continue
On the last tab of Voter Regjstration — : ———
the section, you ;
can click

“Continue” to take

you back to the
first screen in the
Section and run
your Error Check

close of registration for the November 2010 general electiol
election. Note this question asks for those ineligible to vote)

Alla. Total

—

I™ Data not available

Next, divide the total number of voters removed (as entered in
to the total provided in Alla.
Datf
Aval

Click “EAVS Home” to return
to the Home Screen and select
the next section to complete;
Click “Next: UOCAVA” to

Jable

or you can click Al1b. Moved outside jurisdiction | . .
continue to the next section.
the “Next:” button Allc. Death —
to ta ke you to the A1l1d. Disqualifying felony conviction | T \ T
. ; B Alli. Other, comments:
next section. In e e = \ \ J
recent federal elections Al1j. Other, comments:
i “ * men! incompeten [
this case “Next: By mm @M \
UOCAVA” will take J J
you to Section B: ToTAL 0
. All. Comments
Uniformed & ‘ %
Overseas Citizens _ _ ]
Previous Continue EAVS Home Next: UOCAVA

Absentee Voting

Act (UOCAVA). Clicking “EAVS Home” will take you back to the Home screen and you

can select the section you would like to complete next.

12




2012 EAVS Data Entry Template Instructions

Error Checking in Form View

The Form View was designed with two types of error checking functionality to help you
identify problems or errors in the data that you have entered. The first type is the
Section Error Check that you can do for each jurisdiction after completing a section.
This is a great way to check your data entry as you go, rather than waiting until you've

entered all your questionnaire responses.

On the first tab of each Section, there is an error check button. If the error check for
that section has not yet been run, the button will be yellow.

UGCHVA Duta Fesm T T e e —

ELECTION ASSISTANCE COMMISSION

Inbohuction | Toast | Trammtned | Returred | Cout | Counted Categeries | Reseted | Reyecied Cateyerss |
Uniformed & Overseas Citizens Absentee Voting Act
Section B serves as the FAC's standardized format for the state reporting of UOCAVA voting

by 42 U.5.C. §1973H-1. States that complete and timely submit this section to the EAC will
reporting requirement under 42 U.5.C §1973H-1(c).

Pursuant UOCAVA, this section collects data el needed to (1) the
absentae ballots transmittad to UOCAVA voters; (2) the combined number of ballots returna
and (3) the combined number of returned ballots cast by UOCAVA voters (the number of casy
d d il . the total votes d and rejected)

This is the error check button
for Section B. The yellow
indicates no error check has
been run.

Lintisur AV Home

The “Error Check” button will s T TEEET . e —

turn green once the error

check is run and no errors are ELECTION ASSISTANCE COMMISSION

found in the data.

Uniformed & Overseas Citizens Absentee Voting Act (UDCAVA)

Section B serves s the EAC's standardized format for the state reparting of UOCAVA voting information as required
by 42 ILS5.C. 5197301, States thal complete and timely sulsmil this section bo the EAC will Fulfill their UOCAVA

reporting requirement under 42 1.5.C §1973111(c).

Intokxon | Toial | Travemtind | Reamad | Caunt | Cacnted Catngeries | Repacied | Rejacosd Eatigaras |

Pursuant UOCAVA, thi
absentee ballots tran]

m@mecnined - Green indicates the - fuberofcstbalos s practicaty
section is error free.

ine: (1) the combined number of
ots returned by UOCAVA woters;

13




2012 EAVS Data Entry Template Instructions

If the Error Check for a Section is run and no errors are found in the data, a blank “Data
Entry Warnings” pop-up window will appear. Click “OK” to return to the form and
continue entering your jurisdiction’s data.

Data Entry Warnings
Do Not Include in Error

If the Error Check for a section is run and errors are found in the data, a pop-up window
will appear that specifies which problems were found. Click “OK” to return to the form
and correct the errors.

Data Entry Warnings

Do Mot Include in Error

[ KA2*Junsdiction uses only active voters™ is not selected,
the sum of A3a and A3b cannot exceed Al

o The sum of ASb-1 cannot exceed Ada.

If a specific error does not apply to your jurisdiction, click the box under “Do Not Include
in Error.” This will override the error; the next time an error check is run on the section
this error will not be reviewed.

Data Entry Warnings

Do Hot Include in Error

I~ IFA2*Junsdiction uses only active voters™ is not selected,
the sum of A3a and A3b cannot exceed Al

[~ A5z should not exceed 30% of Al.
[+  The sum of Aib-lcannot exceed Ada.

OK

14



2012 EAVS Data Entry Template Instructions

When the error check is run and errors are found, the button will appear red. It will
remain red until all errors are either resolved or flagged with the “Do Not Include in
Error” option.

Voter Registration

Insroduction | Rgspondent | Total | Regetrasons | Categories | AlSources | Mew | Dupkcates | Invald | Remaval Hotces | voters Removed |

Voter Registration

EAC is fated by the I Voter Reg Act (NVRA) to collection information from states
concerning the impact of that statute on the administration of Federal elections, With this information EAC
Is required to make a report to Cong and provide rec for the imp t of Federal and

State procedures, forms, and other NVRA matters. States that timely respond to all questions in this survey
concerning voter registration related matters will meet their NVRA reporting requirements under 42 1L5.C.
§ 1973gy-7 and EAC requlations.

Red indicates there are
errors in the section. \

Continge EAVS Home

The second type of error check is the State Error Check. The State Error Check will review
every field for every jurisdiction in the state looking for errors. The State Error Check is
run from the EAVS Home screen.

EAVS Desktop Launch .- TR e e e — 2

ELECTION ASSISTANCE COMMISSION

2012 Election Administration & Voting Survey

The ongoing process of improving America’s election systems relies in part on having accurate data about the way Americans cast their
ballots. In 2002, Congress chartered the U.S. Election Assistance Commission (EAC) to collect information on the state of American
elections and make it widely available to policy makers, advocates, scholars, journalists and the general public. Since 2004, the
Commission has sponsored a biennial survey as its primary tool for fulfilling that mission. We are pleased to present the 2012 Election
Administration and Voting Survey, and we ask for your help in making it the most complete and accurate survey in its history.

The guestions below ask for information about ballots cast; voter registration; overseas and military voting; Election Day activities; voting
technology; and other important issues. The section concerning the Uniformed and Overseas Citizens Voting Act [UDCAVA) serves as the
EAC's standardized format for state reporting of UDCAVA voting information as required by 42 U.S.C. 51973ff-1. States that complete and
timely submit this section to the EAC will fulfill their UOCAVA reporting requirement under 42 U.S.C. §1973ff-1(c). Additionally, EAC is
mandated by the National Voter Registration Act (NVRA) to collection information from states concerning the impact of that statute on the
administration of Federal elections. With this information EAC is reguired to make a report to Congress and provide recommendations for
the improvement of Federal and State procedures, for estions in this
survey concerning voter registration related matters wij CI |Ck on this button to run 3gg-7 and EAC

The EAC recognizes the burden that asking for this data

regulations.
the “State Error Check”
burden as much as possible.

Worksheet
In advance, we thank you for your cooperation and look forward to answering any questionsyM View

- Click to Launch Section

State: AL o S
A. Voter Registration B. UOCAVA | C. Domestic Absentee

| tate Error

to minimize that

Check

County: | AUTAUGA COUNTY -

D. Election Administration | E. Provisional Ballots | F. Election Day Activities |

Submit

15



2012 EAVS Data Entry Template Instructions

When you click on the “State Error Check” a Microsoft Word document will open that
will contain the details of the error check. The first section in the error check will
identify which jurisdictions are blank records containing no data. For example:

EAVS 2012 Template Warnings found for NE.

7/26/2012 4:00:47 PM
Jurisdictions without data in the template:

= ADAMS COUNTY = ANTELOPE COUNTY = ARTHUR COUNTY
= BAMMER COUNTY = BLAINE COUNTY = BOONE COUNTY
= BOYD COUNTY » BROWN COUNTY » BUFFALO COUNTY
= BURT COUNTY » BUTLER COUNTY » CASS COUNTY

= CEDAR COUNTY » CHASE COUNTY * CHERRY COUNTY
= CHEYENNE COUNTY » CLAY COUNTY » COLFAX COUNTY
+ CUMING COUNTY » CUSTER COUNTY » DAKOTA COUNTY
+ DAWES COUNTY » DAWSON COUNTY » DEUEL COUNTY

Beneath the list of jurisdictions that have not yet completed the form, the Error Check
Report will provide a list of all of the errors that were identified in the data and which
jurisdictions’ data contain the error. For example:

If A2 “Jurisdiction uses only active voters” is not selected, the sum of A3a and A3b
cannot exceed A1.
= BOX BUTTE COUNTY

Aba should not exceed 50% of A1,
= BOX BUTTE COUNTY

The sum of Abb-l cannot exceed Aba.
= BOX BUTTE COUNTY

16



2012 EAVS Data Entry Template Instructions

After running the “State Error Check”, if no errors were identified, the button will turn
green. If errors were found, the button will turn red.

EAVS Desktop Launch x|

ELECTION ASSISTANCE COMMISSION

2010 Election Administration & Voting Survey

The ongoing process of improving America’s election systems relies in part on having accurate data about the way Americans cast their
ballots. In 2002, Congress chartered the U.S. Election Assistance Commission (EAC) to collect information on the state of American
elections and make it widely available to policy makers, advocates, scholars, journalists and the general public. Since 2004, the
Commission has sponsored a biennial survey as its primary tool for fulfilling that mission. We are pleased to present the 2010 Election
Administration and Voting Survey, and we ask for your help in making it the most complete and accurate survey in its history.

The guestions below ask for information about ballots cast; voter registration; overseas and military voting; Election Day activities; voting
technology; and other important issues. The section concerning the Uniformed and Overseas Citizens Voting Act (UOCAVA) serves as the
EAC's standardized format for state reporting of UOCAVA voting information as required by 42 U.S.C. §1973ff-1. States that complete and
timely submit this section to the EAC will fulfill their UOCAVA reporting requirement under 42 U.S.C. §1973ff-1{c). Additionally, EAC is
mandated by the National Voter Registration Act (NVRA) to collection information from states concerning the impact of that statute on the
administration of Federal elections. With this infarmation EAC is required to make a report to Congress and provide recommendations far
the improvement of Federal and State procedures, forms, and other NVRA matters. States that timely respond to all questions in this
survey concerning voter registration related matters will meet their NVRA reporting requirements under 42 U.S.C. § 1973gg-7 and EAC
regulations.

The EAC recognizes the burden that asking for this data places on state and local election officials, and we have warked to minimize that
burden as much as possible.

‘Worksheet
In advance, we thank you for your cooperation and look forward to answering any guestions you might have. View

Click to Launch Section

State: cA & _
A.Voter Registration B. UOCAVA | C. Domestic Absentee
State Error
County: = Check
tv CALAVERAS COUNTY D. Election Administration E. Provisional Ballots F. Election Day Activities
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2012 EAVS Data Entry Template Instructions
The Worksheet View

If you want to enter data for more than one jurisdiction at a time, it will be easier to use
the Worksheet View. In this view, you can navigate to a particular column and enter or
paste data for multiple jurisdictions.

Switching to Worksheet View
When moving to Worksheet View, all data that have been entered in the form will be

visible in the worksheet.

To switch from the Form View to the Worksheet View, go to “EAVS Home” and click on
the “Worksheet View” button. You can also click on the “X” in the top right corner from
any of the screens in Form View.

EAVS Desktop Launch Y

ELECTION ASSISTANCE COMMISHAON

2012 Election Administra| Click on this button to switch

The ongoing process of improving America’s election systems relies in par] tO "Worksheet VieW" heir
ballots. In 2002, Congress chartered the U.S. Election Assistance Commissi
elections and make it widely available to policy makers, advocates, scholars, journalists and the general public. Since 2004, the
Commission has sponsored a biennial survey as its primary tool for fulfilling that mission. We are pleased to present the 2012 Election
Administration and Voting Survey, and we ask for your help in making it the most complete and accurate survey in its history.

The questions below ask for information about ballots cast; voter registration; overseas and military voting; Election Day activities; voting
technology; and other important issues. The section concerning the Uniformed and Overseas Citizens Voting Act (UOCAVA) serves as the
EAC's standardized format for state reporting of UOCAVA voting information as required by 42 U.S.C. §1973ff-1. States that complete and
timely submit this section to the EAC will fulfill their UOCAVA reporting requirement under 42 U.S.C. §1973ff-1(c). Additionally, EAC is
mandated by the National Voter Registration Act (NVRA) to collection information from states concerning the impact of that statute on the
administration of Federal elections. With this information E{ recommendations for
the improvement of Federal and State procedures, forms, al - Click on this button to switch |l questions in this

survey concerning voter registration related matters will me 1973gg-7 and EAC

o" H 4
regulations. to “Worksheet View
The EAC recognizes the burden that asking for this data places on state and local election officials, and w worked to minimize that
burden as much as possible.
Worksheet
In advance, we thank you for your cooperation and look forward to answering any questions you might have. View

Click to Launch Section

State: NE v =5
A. Voter Registration | B. UOCAVA ‘ C.D i ‘

State Error
County: ‘ j ‘ Check

D. Election ini i ‘ E. Provisi Ballots ‘ F. Election Day

Submit
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2012 EAVS Data Entry Template Instructions

Once in Worksheet View, click on “Return to Form View” to open up the Form View
again. This box will remain at the top of the screen while working in Worksheet View so
that you always have an easy way to switch to the Form View.

- |5 2012 EAVS Data Entry Termnplate [Compatibility Moc

EAVs 2012

Home Insert Page Layout Farmulas

"f’ calibr| Click here to return
| to Form View.

Return to Update
Form View Error Chedk

Paste B

v

Clipboard & Font
- [ |
A B C C

If you close the “Return to Form View” button, but need to return to the Form View, you
will need to save your data, close the template and re-open the template in order to re-
open the Form View.

Y-~ te [Com
) EAVs 2012 _33_ :
Home Insert Page La Vie
£ Calibri - 11 Return to Upda o
iy - Form View Error Chede 4%
Paste B F U o
s ol /
Clipboard 1 Font Alignmfnt Ni
c8 - £ | /
A g Clicking on the “X” will

remove this button.

&
‘Sﬁé FIFCTION ASSISTANCEF
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2012 EAVS Data Entry Template Instructions
Entering Data in Worksheet View

Each tab represents a different section. Data for the fields in Section A: Voter
Registration are entered on the “EAC_A" tab. Similarly, the data fields for Section B:
Uniformed & Overseas Citizens Absentee Voting Act (UOCAVA) are located on tab
“EAC_B,” for example.

28
29
30
31
32
M 4+ M| EAC A EACB  EACC  EACD EACE , EACF .~ ¥

Ready "_—_I

When using the Worksheet View it is important to keep in mind the type or format of
the information that you are entering in a particular field. Most fields are numeric
fields, for example, where you enter the total number of registered voters or ballots.
Other fields are text fields in which you can type in your comments. Entering datain a
format other than what is meant to be entered in that field will prevent the Error Check
from identifying errors in that field.

In addition, there are several fields that require a specific response. In most cases,
these question columns are equipped with pre-defined lists from which you will need to
either select a response from the drop-down menu using your mouse or type in one of
the response options (e.g., “Yes” or “No”). The question subheaders will specify which
responses are allowed for each column.

Lag Times for Certain Cells

You may experience some lag times as you enter data in certain cells in the worksheet,
specifically for questions Ala, Bla, and Cla. After entering data in these cells, when you
attempt to move to another cell in the worksheet, the program may freeze for a few
seconds. Please note that this is normal; it is a side-effect of the error-checking features
we have built into Worksheet View. For the vast majority of cells, you should experience
little to no such lag, though the “EAC_A" tab may be a bit slower.

20



2012 EAVS Data Entry Template Instructions

Locked Cells

The worksheet contains certain cells that will be locked; you will not be able to select or
enter data in these cells. You will also not be able to paste data into these cells. All cells
that don’t require a response from you will be locked. The “Totals” columns are also
locked, as they contain formulas to automatically calculate the answers to the questions
based on your other answers.

The image below gives an example of which cells are locked in the template. The
grayed-out cells are locked, while the lighter cells are not. Note that you will need to
scroll left/right and up/down to see the entire list of available jurisdictions and survey
questions:

21



2012 EAVS Data Entry Template Instructions
“Undo” and “Re-do” Features are not Available

Important! Please note that, unlike most Excel files you may have worked with, the
“Undo” and “Re-do” features do not work in the Data Entry Template. As a result, if you
make a mistake, such as accidentally overwriting data in a cell/column/row, you will not
be able to automatically undo this mistake by clicking on the “undo” button. You will
only be able to undo and re-do changes manually. The programming that is behind the
built-in formulas and error-checking in Worksheet View makes the “undo” and “re-do”
features unavailable.

Because of this, we highly recommend saving your file before overwriting any existing
data, so that, should you make a mistake, you may close the file without saving it and
return to the place at which you had last saved, prior to the mistake. Alternatively, you
can save different versions of the template file, putting in a date or time or version
number as part of the filename, so that you can go back to any previous version should
you discover that you've entered a lot of data by mistake. For example, you could save
the file as "EAVS-V01-2012-11-02.xlIs", EAVS-V02-2012-11-03.xls", and so on.

“Undo” and “Re-do” will not work

& = 201

Haome Insert Page Layout Forn

Calibri 11 A A

22



2012 EAVS Data Entry Template Instructions
“Totals” Columns: Built-in Formulas to Automatically Calculate Sums

For the 2012 Data Entry Template, we added a new feature to the Worksheet View:
built-in formulas that automatically calculate the sum of a range of cells, where needed.
For example, B1Total represents the sum of items B1b, Blc, B1d, and Ble. In the 2010
template, in Worksheet View the user was required to manually calculate the sum of
B1b, Blc, B1d, and Ble to come up with the answer for B1Total. B1Total will now be
calculated automatically in Worksheet View.

In the Worksheet View, the gray “Total” columns have a subheading of “Formula,” and
once data has been entered into the tab’s worksheet, they will appear with a dark gray
background color.

UIEHEAN A A&
allots T

This is a sample “Total” column -
in Worksheet view (for B1Total).

; B s et ————
In Form View, these e .

same formulas are built
into the “Total” cells.

ELECTION ASSISTANCE COMMISSION

Th ese ce I |S can be Introduction  Total | Transmitted | Returned | Count | Counted Categories | Reject=d | Rejected Categories |
B1. Enter the total number of absentee ballots transmitted to UOCAVA voters for the November 2012 general election.
identified by their 1a. Total e ——— R
HNext, divide the total number of absentee ballots transmitted to UOCAVA voters (as entered in B1a) into the following
g ree n ba C kg ro u n d * categories. The amounts should sum to the total provided in Bla.
Data Not
Available
B1b. Uniformed services voters — domestic or foreign 125 r
Blc. Non-military/civilian overseas voters 100 r

Bld. Other, comments: | [ 2

Ble. Other, comments: | | 5

TOTAL: 250

This is a sample “Total” cell in//
Form View (for B1Total).

Previous

Continue |
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Copy/Paste in Worksheet View

You will be able to copy and paste data into the worksheet, just as you would with any
other Excel file. However, there will be two differences:

1.

Content that you paste into the worksheet will lose any of its prior formatting,
such as cell color, cell background, or bolded/underlined/italicized font.

As a result, you will be able to copy data from a variety of outside sources (e.g.,
other Excel files, MS Word files) and paste it into the Data Entry Template
without the formatting from those outside sources interfering with the structure
of the Data Entry Template.

You will be unable to copy and paste entire rows of data into the Data Entry
Template. Specifically, you will be unable to paste data into the grayed-out
“Totals” columns in the worksheet, as the cells in these columns are locked to
protect their built-in formulas. If you attempt to paste data into one of these
locked cells, you will see the following error message:

-

. —
Microsoft Excel @

A

The cell or chart that you are trying to change is protected and therefore read-only.

To modify a protected cell or chart, first remove protection using the Unprotect Sheet command (Review tab, Changes group). You may be prompted
for & password.

You may click “OK” or “X” to get past this message. You will only be able to
successfully paste in the data by selecting fewer columns to copy/paste. For
example, you can paste data into the cells covering questions between Ala and
A5l at once, but not between the cells covering Ala through A5Comments all at
once, as the A5Total column is grayed-out and locked.

Registration Forms Registration Forms Registration
e B =g LA Received Since 2010: Comments
Other Count5 Total Check

Enter Number or NJA Formula optional

A5l ASTotal ASComments

N\

If you need to copy/paste large amounts into the worksheet at once, we
recommend copying/pasting data from more than one jurisdiction (i.e., row) at
once. There is no limit to how many rows of data you can paste into the
worksheet at once.

he cells in this column are locked
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2012 EAVS Data Entry Template Instructions
Error Checking in Worksheet View

One of the major changes from the 2010 to the 2012 Data Entry Template is the
inclusion of a Worksheet View Error Check mechanism. After a potential error has been
entered, the relevant cell(s) will appear highlighted in orange, and a message describing
the issue in question will appear if you hover your mouse over the highlighted cell. Once
the error has been corrected, this flag will disappear. These error messages in
Worksheet View will be identical to the error messages you will see in Form View.

4 Local Jurisdiction Identification
Comments Registration Forms Registration Forms Registration Forms
(| Received Since 2010:  Received Since 2010:  Received Since 2010:
Total New Valid Pre-Registrations
under 18 years !
[l 5
I N/A =Data Not Available optional Enter Number or NfA  Enter Numberor NfA  Enter Number or NfA
6 Mot Applicable = Not Applicable
7 FIPSC{ . . ASa Ash ASc
52 250000  Cells with possible errors are

Total registrations received since 2010 (ASa)

12 | 25009004 1 1 — b0 hould not d than 50% of Total
o highlighted orange and an Should not xceed more than 50% of To

12 2901200 error description will appear

29015004
reo10o] WHeEN you hover your mouse

17 2301900 over the cell.

& &

' 18 2902100(
19 2902300000  BUTLER COUNTY | e
4 4 v [ InfoSupp | EAC_A ~EACB ~EAC C /EAC D ~EACE /EACF /#1 [+ i »
Cell 012 commented by ICFT | |@@ o 100% 'E:' y! )

“Update Error Check” Button

As you enter data, the workbook’s built-in formulas will usually update automatically to
display possible errors. However, these formulas will not update automatically after
switching between tabs and after switching back-and-forth between Form View and
Worksheet View. To refresh these formulas in Worksheet View, you will need to either
save, close out, and re-open the file, or simply press the “Update Error Check” Button.

W e TR rI VT

J Wl \ Canaral -
JI EAVs 2012 \ ] "

nent Return to Update
Form View Error Ched:

1]l

Please note that the process of updating the formulas may take several minutes, during
which time Excel will be unavailable to use. Because of this, you may only want to press
this button infrequently, such as when you are ready to review the data in a section, for
example.
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Submitting Your Data

Once all the data have been entered, you can run the “State Error Check” to get a
complete report of the problems, if any, in your data. After resolving the errors that are
identified via the State Error Check, you are ready to submit your 2012 Election
Administration and Voting Survey. Note that you are allowed to submit the template to
ICF even if you have not resolved all the errors that the template identified.

You can submit your survey one of two ways:

1. You can save the template and attach it to an email to your Point-of-Contact at
ICF International.
OR

2. Alternatively, you can click on the “Submit” button on the EAVS Home screen.

Worksheet
zan| Click here when you are View
__| ready to submit the data

for your entire state. N save

I A | State Error
- . e Check
E. Provisional Ballots F. Election Day Activities \

Submit

When you click on the “Submit” button, the application will ask you to save the
template; the word “Final” will be included in the suggested file name. Once you save
the data in the folder that you choose, the ICF project website will open up. Click on
“Login” and enter your login information.

" 8 Wekcome: o the Eleciion Adivireton B Vorng Surey - Mersasl It Fairer prdcied oy ¥ briestonal 1 2
G )= (O repr/2emsproect comes - @[B4 x|[# coge P~
Fle [Edt Yiow Fvortss Teek Hep |
| e Favoetes ) Welcome to the Election Administraticn & Vetin.. fi~8 - - Rigev Seyw Tech- @-HHQ |
E—
+ 2012EAVS ICF
o v " INTERNATIONAL®

-t

Hom Bownload Links Login ‘

b (0 2emesproject com/eava/upload ndes @ Irtemet | Protected Mode On A~ Rox =

26



2012 EAVS Data Entry Template Instructions

After logging in, you can upload the file to this website and it will be sent directly to your

Point of Contact at ICF International.

"_’é Upload | 2012 - Microsaft Internet Explorer provided by ICF International

=l

@\J L4 |° https://2012eavsproject.com/eavs/upload/list

'%|§|"}|A‘|}/Goo§:‘s p'l

i Favorites € Upload | 2012

ﬁ ~B = [;;q v Page~ Safety~ Tools~ '@W@@ ﬂ

V 2012EAVS

T —

2012 Election Adrinistration & Woting Survey

A
Home Downloads Links Login
Upload:
File Name

<

o

N

a

For assistance, contact: Mike Inman, MichaslInman@icfi.com, 703-225-2883

ICF

INTERNATIONAL®

wealcorne, EAWVS_ID

Logout

Browse...

Upload

DatefTime

U.5. Election Assistance Commission

https://2012eavsproject.com/eavs/logout/index

€ Internet | Protected Mode: On

g v

#100% -

If you have any questions about the data you are entering or how to use the Data
Entry Template, please call your point of contact at ICF International!
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Appendix

This appendix is intended to provide users with the background technical knowledge
necessary to complete the EAVS Data Entry Template. The guide covers the following
topics:

= How to identify which version of Excel you have
= How to save Excel files
= Components of an Excel workbook

= How to copy and paste data
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Which Version of Microsoft Excel Do I Have?

The 2012 EAVS Data Entry Template is compatible with Excel 1997-2003, Excel 2007,
and Excel 2010. The template was created in Excel 2007, but if you have a newer or
older version of Excel, you will have no trouble using the template.

Nevertheless, you may find it helpful to know which version of Excel you are working in,
as some features of the program have changed over the years. The process for saving a
file, for example, differs slightly between Excel 97-2003 and Excel 2007 and 2010, so you
will want to know which version of Excel you have before working in the template. This
will also help if you need to talk with your point-of-contact at ICF International about
any issues regarding this template.

To determine, which version of Excel you have, first open either the 2012 EAVS Data
Entry Template or a blank Excel workbook.

If you are using Excel 2007 or 2010, the Excel menu will look similar to the below image:

@' =] &= Bookl - Microsoft Excel =B R
m Home Insert Page Layout Farmulas Data Review View Acrobat ] 0 o B R

LA"J & Calibri - A = Eg - = General M _?é Conditional Formatting = g<Inset~ X = ,:}v lﬁ

Ea~ $ ~ % s B FormatasTable - & Delete - E' R

Faste B 7 U-~|ii~ M- Ar =E== iEs5 [~ L Sort & Find &

. F = = - ESE=FEEH & ) Cell Styles - [ZIFormat = | (2~ Filter = Select~
Clipboard Font : Alignment : | Number : Styles Cells Editing

Al v k&

A B = D

m
bl
o
==
—
=
—
=
=

LRI =R TE R SRR
r i <

To distinguish between Excel 2007 and Excel 2010, click on the blue “?” icon in the
upper-right corner (see image below).

& = Bookl - Microsoft Excel =
m Home | Inset  Pagelayout  Formulas  Data  Review  View  Acrobat ‘ [c >
ay L v |8 . # .
_? ] Calibri Ju AN == = General [ Conditional Formatting = 5+ Insert b ; . a
G- $ - % v [Format asTable ¥ ¥ Delete ~ Q- A
Paste - - e Ay EE = = ik Sort & Find &
g BZU-[H- 2L EEE <o 00 ) Cell Styles ~ EFormat + | 2 Fitter~ Select~
Clipboard & Font F Alignment “ Number ] Styles Cells Editing
Al - F ;l
A 8 t D E F G H 1 J K L M N ;'"
1 |
2
3
a
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A box will pop up that will indicate the

-
@) Excel Help

PSS

version of Excel you are working in (see -

X3 M BAME @ ﬂ
image to right). - P Search ~
ooOffice £ bing
More on Office.com: downloads | images | templates

If you are using a

Ed Wicrosoft Excel - Book]

Getting started with Excel 2010 4

= Gettin E

m

prior version of Bloe ot ten [t Fome Toos Qua Wedow bk BT
Excel (Excel 97- DEREs RY ik - @2 -4 WD 0B I EEIE % E _-hA- Y
M, the Excel é- B - C D E F G H 1 K L 1] 1 0|3
menu will look like | T
the image to the ;
right. :
To determine the ‘ Microsoft Excel - Book1
exact version Of EXCGI, File Edit Wiew Insert Format Tools Data  Window E‘
g0 to the ”Help" menu == & = El =M -t Microsoft Excel Help F1
and click on “About Arial Ll B Ul == Show the Office Assistant
Microsoft Excel” (see K5 - £ T T K2 whatsThe shifteRs
image to r|ght) A, B C 0 E Office on the Web

; Activate Product, ..

3 Lotus 1-2-3 Help...

4 Detect and Repair. ..

g About Microsoft Excel

7

A box will - —_—
appear About Microsoft Excel
displaying Microsoft® Excel 2002 (10.6501.6735) SP3

information

about the Excel

version you are

using (see image to right).
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Saving a File in Excel

Once you begin working in the data entry template, you will need to save your work.
The first time you save you will need to specify a file name and file path by using “Save
As”; however, any time after that you can save the file by simply selecting “Save”.

Saving in Excel 97-2003

If you are using any version of Excel between Excel 97 and Excel 2003, to save the file
(also known as an Excel “workbook”) for the first time, click on “File” and select “Save
As.”

Microsoft Bxcel - 2012 EAYS Data Entry Template

dit  Wiew —Iocaek  Eoemak  Togls  [Daks  Window Help  Adobe PDF
= = "
= 1. Click “File Crlth | ml 11
Chrl+0
Chrl+5

Save as ‘Webh PageTs

ﬁ il H i n
= 2. Click “Save As [ S T ANC

You will then need to specify a file path (i.e., the location on your computer) to save to.
You also need to create a name for the file. Click “Save” or hit “Enter” on your keyboard
when done.

Save As @
Save in! |@ Desktop V|@* 3@ X Ly E - Toos

. DMy Du:u:umer?\
@ g‘ My Computer

My Recent H My Mebwark Places
Documents

&)

Desktop

" 3.Select-a-File-Path"]

o

=

My Documents

"_ilyg 4.Create-a-File'Name"] 5.Click-Savef]
My Computer Y -
%‘- File name: |2D>E1u5 Data Entry Template v | cave
My Mebwork, =
Places Sawve as bypet r'-'1i|:r'|:|::|:|r't Dffice Excel Workbook,
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Once you have saved the file using the “Save As” option, you will subsequently only
need to use the “save” function to save your work. You can save your work by selecting
the “Save” icon in the Excel menu bar or by pushing the “Ctrl” and “S” buttons on your
keyboard at the same time. If you want to save different versions of the file, then use
the "Save As..." command to save under different filenames.

- lloyusuft Bsl - DUTY ERYS Wu: : Vs 2012 |
@_1 File it Wiew Inserk  Formak  Tools  Data  Window  Help
P ] | D@9 -] = - @ E  Calibri Return ko Update
- Farm Yiew Error Check,
0 0 W

o B 4575

&

i

Click here to save

E £

Saving in Excel 2007 and 2010

CTT/—/TTAAKNT ACCTICTANT/

I AN ANA

Saving a workbook in Excel 2007 and 2010 involves the same process as saving in Excel
97-2003. However, one extra step is involved — you need to specify the correct file

extension to ensure that certain
features of the data entry
template aren’t lost. You will
need to save it as an Excel 97-
2003 Workbook (.xls).

Excel 2007: In order to “Save
As,” click on the “Office Button”
in the top-left corner. Move
your mouse down to the “Save
As” button, then click “Excel 97-
2003 Workbook” from among
the options directly to the right.
You will then need to create a
name for the workbook, and
select the file path you will save
to.
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e |
7 Open

=2
H Save
H Save As
k

I. : Print

1
o
/af Prepare

Convert

/' Publish
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J“ Close
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Save a copy of the document

i
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| Adobe RDF
\

Excel Workbook j
Save the file as an Excel Workbook, ]

Excel Macro-Enabled Workbook

Save the workbook in the XML-based and
macro-enabled file farmat.

Excel Binary Workbook ’

Save the workbook in a binary file format £
aptimized for fast loading and saving,

Excel 97-2003 Workbook §

d Select this option to
save the file as an Excel
s 97-2003 Workbook.

P
X

Tl

T T
PS file,
DOther Formats

Open the Save As dialog box to select from
all possible file types.
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Excel 2010: In order to “Save As,” click on “File” from the menu bar in the top-left
corner, and select “Save As” from the options on the left. The “Save as type” drop-down
menu allows you to specify the file extension you will save the workbook as. Select
“Excel 97-2003 Workbook;” this should be the default option. To finish saving, create a
file name for the workbook and select the file path you will save to.

M . o - : k Farmulas Data Review
1. Click “File” |

- Se Information about 2012 EAVS

bl Save As
| = “\b | C\Users\ 25617\ Downloads\2012 EAVS Data Entry Te
save as AdaBN2, Click “Save As”

— ﬁ

r@ Save As ﬁ1
t\{ }1 [ « EAC2012 » EAVSQC T |4-, I Search EAVS QC Pl
Organize v Mew folder == l@'

el RecentPlaces =  Documents library

Arrange by:  Folder =

1% Computer

£] Google 3. Select this optionto |

= . Date mo *

‘B Windows M save the file as an Excel
97-2003 Workbook. i 16

= Libraries | —k V012 MI T/24,201

_:] Documents \ij 2012 EAVS Data Entry Template_V015-QC3_MI 17217201 =

o) Music B 2012 EAVS Data Entry Template V017 _testMI_MO 77317201 -

[/ Pictures - 4 1 i b

=Rl =BB2012 EA /S Data Entry Template -

Save as type: [Excel 97-2003 Workbook

Authors: William Bryan Higgins Tags: Add atag

[7] Save Thumbnail

« Hide Folders Tools = l Save ] I Cancel ]

[ [ ——

Just as in Excel 97-2003, in Excel 2007 and 2010, once you have saved the file using the
“Save As” option, you will subsequently only need to use the “Save” function to save
your work. You can save your work by selecting the “Save” icon in the Excel menu bar or
by pushing the “Ctrl” and “S” buttons on your keyboard at the same time.
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Components of an Excel Workbook

Before you begin working in the data entry template, it’s useful to understand the basic
layout of Microsoft Excel and some terms that are common to the program.

Workbook: An Excel workbook is the entire file that you work with; in this case, the data
entry template, including all tabs.

Worksheet: Worksheets are the specific tabbed sections contained in the workbook. A
blank workbook contains three worksheets by default (e.g., Sheetl, Sheet2, Sheet3).
The 2012 EAVS Data Entry Template actually has seven worksheets, each corresponding
to a different section of the paper survey: InfoSupp, EAC_A, EAC_B, EAC_C, EAC_D,
EAC_E, and EAC_F.

Excel’s menus and toolbars — which cover approximately the top quarter of the screen —
differ slightly between Excel 2003, 2007, and 2010. These features can be used to
format and adjust the appearance of the worksheets, sort data, insert formulas, and
perform other advanced operations. You will not need to know how to use these
features. Aside from knowing how to save the file (covered above) and perform basic
commands such as “copy” and “paste” (which will be covered below), you won’t need to
interact much with the menu features.

However, you will be required to enter data (i.e., numbers, and in some cases, text) into
the worksheets.

The next page explains the main components in Excel that you will need to know to
perform this task.
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Active Cell: This is the "current cell" or the cell that is in focus. A black outline surrounds
this cell. Whenever you type something on the keyboard, it will be entered into the
active cell. You can change which cell is active by clicking with the mouse or using the
arrow keys on the keyboard.

Formula Bar: You can also enter data into the active cell by typing in the formula bar.

Columns and Rows: Columns run vertically and are designated by letters; rows run
horizontally and are designated by numbers. The intersection of column letters and row
numbers creates a cell reference (e.g., Al).

Name Box: The name box displays the cell reference (e.g., Al) of the active cell.

™ |= Bookl - Microsoft Excel |D_|w
Home | Insert Page Layout Formulas Data Review View Acrobat & '@' = E ER
j &* Calibri lun =~ = % % = G;neral || Al | z- g‘;*
= = - ooy 3~
7 ° Styles | Cells E
0 50 - - | @
| Mumber | | Editing |
.V
F G H [T
1 '\ /
2 Formula Bar | |
3 . Column Letters |
Active Cell L
4 I
5 :=|
6 | |
7 \ g
[
8 €&——Row Numbers L
9
10 Scroll Bars
11
35 heet Tabs
E b 3
4 4+ M| Sheet1l Sheet? Sheet3 ~¥J [Jaf_ w Y T »f]
Ready | |[EEE M@ 100% (=) {] {+)

Sheet tabs: The sheet tabs are located in the bottom left corner, and allow the user to
navigate between different worksheets. If the workbook contains a large number of
worksheets, not all sheet tabs will be displayed at once. You can see the whole range of
sheet tabs by clicking on the tab scrolling arrows to the left of the sheet tabs.

Scroll bars: The worksheets in the 2012 EAVS Data Entry Template are very large. You
will not be able to view the entire worksheet without scrolling horizontally and often
vertically, depending on the number of jurisdictions in your State. You can scroll up and
down by clicking and dragging the vertical scroll bar on the far right corner of your
screen. Likewise, click and drag the horizontal scroll bar — located in the bottom-right
corner — to scroll left and right. You can also make different cells active by using the
arrow keys. The worksheet will scroll appropriately to always keep the current active
cell in view.
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How to Copy and Paste Data

You may find it helpful to copy the contents from one cell to another in Excel. You might
even wish to copy cell contents from another Excel workbook into the data entry
template.

Copy: To do this, you first need to select the cell or the specific contents of a cell(s) that
you wish to copy. Then, to copy, hold down the “Ctrl” and “C” keys on your keyboard at
the same time. You can also right click on the selected area and then click “Copy” to do
this.

Paste: After copying the cell(s), select the area in the Data Entry Template where you’d
like to have the contents pasted. Then paste the contents into this area by holding down
the “Ctrl” and “V” keys on your keyboard at the same time. Note that you will only be
able to copy multiple cells’ worth of data into Worksheet view and not Form view.

Note that if you copied the contents of more than one cell, when pasted, these contents
will occupy more than one cell as well. For example, if you copy a 3x2 matrix of cells,
they will occupy a 3x2 matrix of cells when you paste them in another location.

Copy and paste contents from another Excel workbook: You may find it necessary to
paste data from an outside source — such as another Excel workbook or even an MS
Word document — into the Data Entry Template.

You will need to have both files open at the same time to accomplish this. To do this,
first have the Data Entry Template open. Then open the other Excel file by either: 1)
opening the other file from the folder (e.g., Deskop) to which it’s saved or 2) open a
blank Excel workbook by holding “Ctrl” and “N” at the same time, then clicking “File” (or
the Start ribbon, if you’re using Excel 2007), then clicking “Open,” and opening the file
by navigating to the correct folder in the box that pops up.

Once both files are open at once, you can copy/paste data just as you would otherwise.
Select the cell(s) you wish to copy, and hold down “Ctrl” and “C” to copy. Minimize the
window by clicking on the “minimize” button in the top-right corner of the screen. This
will allow the other Excel file to be displayed. Then select the area in the Data Entry
Template where you would like these contents pasted, and hold down “Ctrl” and “V” to
paste.
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